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HEMORANDIM FOR: - Divector of Cemtrel Intelligence

THHOUGH: Acting Deputy Director (&mﬁ){ %ﬁﬁg’éo
GUBJECT: . % of Progress~-Bew System of Ceding Pmployee

1. This meorsndes 1s for laformetion.

2. Among the recommendsticms made by the Inspector Ceneral st the
concluaion of his|ggrvey of the Office of Persomnel were (1) that efforts
be sontinned and intensified to revise axisting methods for coding the
qualifieations of Agmcy employees, aad (2) that a report of progress
schieved as of 30 June 1960 be sulmitted to the Director of Centrel Intelll-
gence. fSuch report is furnished below.

3. The Office of Fersocunel has now completed en exmuinstion of the
procedures for analysing sod coding employee gualificstions in maserous
eptablistments represonting Govermment civilisp dspariments, the militery
services, privete industry, snd vaxious other cstegories. We have sought
also to ioventory all concefvable situations vhich might invoke the use of
& qualificstions file in order to construct a system keyed to such reguire-
ments. As a result of these studies, a CIA coding marmal has been dyafted
and will be disseminated in Septewder to salected Agency componemts for
working-level critigue in sdvence of requesting formal conturrence,

. The pew procedures for recording qualifications dsta on Ageucy
personbel would provide for identifying their skills ssong epproximelely
200 major cecwpetions) groupings with further refinement contesplated to
spproximetely 2,000 sub-cstepories. Additionally, the level of skill
atteined (in terms of yesrs of education or experience) would be expresscd
in the code az well aa the source of knowledge or means through which the
skills were attained.

%, As soon ag the proposed coding mermal is concurred in on an Agenoy-
wide basis, it is ouxr plan to distribute e reletively simple check list smong
Agency personnel to scommplish gualifications coding in as wncomplicated e
method es possible. Prior to return to the Office of Persomnel, auch check
1ists would Dbe reviewed snd confizmed by the appropriaste Career Sepvices.

e believe that these steps should be completed prior to 1 July 1961.
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